PERFORMANCE ELEMENT: EQUAL OPPORTUNITY AND CIVIL RI GHTS (EQ CR)

SUPERVI SORY EMPLOYEES

CGeneral indicators of performance for evaluating the EQ CR
performance el ements as exceedi ng, nmeeting, or not neeting the
expected (fully successful) level are |isted below The exanples
are not intended to be all inclusive, so other exanples are
possible, to include those listed for nonsupervisory enpl oyees.

Exanpl es of “Exceeds Fully Successful” |evel:

1. Regularly pronotes and utilizes Special Enphasis Prograns
which result in inproved representation and utilization of
mnorities, wonen, and individuals with disabilities. Wen
progress or programparticipation is limted due to budgetary
consi deration or other constraints, develops alternative
strategies and long termplans or initiates other actions,
whi ch denonstrate commitnment to EQ CR

2. Make significant contributions to the devel opnent and
i npl ementati on of the Agency’' s Affirmative Enploynent Pl an and
t he Federal Equal Opportunity Recruitnment Plan.

3. Solicits advice or assistance from Agency Civil rights
officials and initiates action to achi eve EQ CR goal s and
obj ecti ves.

4. Initiates nmeetings, training, witten conmmuni cati ons or other
activities that address EQ CR on a quarterly basis.

5. Actively pursues or inplenments new ideas to inprove the work
envi ronnment and/ or enhance progress toward achi evi ng workf orce
di versity.

6. Volunteers to serve as a nentor or establishes nentoring
rel ationships, which results in positive feedback concerning
assi stance, provided by the supervisor.

7. Actively seeks assistance from Human Resources Division and
Cvil Rights Division in locating mnorities, wonen and
persons with disabilities as applicants. Established
recruitment contact with schools (e.g., 1890 Land G ant
Col | eges/ Uni versities, vocational schools) with significant
mnority and fermal e enroll nent.

8. Consistently contributes to EQ CR efforts through the
I npl enent ati on of effective ideas/enpl oyee suggestions.



9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Recogni zed as a positive influence in the furtherance of
EQ' CR based on noticeable results or changes within the
organi zati on supervi sed. |deas are accepted and utilized by
ot her organi zati ons.

Qutreach activities with 1890 Land Grant Col | eges and

Uni versities and other institutions with a high enroll nent
of mnorities, females and individuals with disabilities
result in the inplenmentation of research projects, the
hiring of students, or the inplenentation of partnerships
e.g., Adopt a school) in order to achieve | ong-term EEO
obj ecti ves.

I's instrumental in resolving EQ CR conplaints and initiates
actions to prevent conplaints.

Initiates inter-office projects which pronote EQ CR

Is proactive in the devel opnent and inpl enentati on of
initiatives and prograns that are consistent with civil
rights performance and strategic plans within specified
ti meframes.

Consi stently provides | eadership by notivating enpl oyees to
contribute to neeting the goals and objectives in the civi
rights performance and strategic plans.

Recogni zes and/ or rewards enpl oyees that actively
contribute to neeting the goals and objectives in the civi
rights performance and strategic plans.

Denponstrates creativity in providing progranms and services
that ensure equal access for all customers.

| mpl ement s prograns and provi des services that pronote
inclusion and ensure fair and equal treatnent to al
custoners and enpl oyees.

Provides | eadership in the initiation of actions and the
reporting of civil rights acconplishnents that denonstrate
progress in advancing civil rights goals and objectives.

I's proactive in utilizing dispute resolution
t echni ques/ processes to address issues and resol ve
conplaints in a tinely manner.

Is proactive in outreach efforts to small, disadvantaged and
wonen owned busi nesses that result in increased
participation in USDA contracts or prograns.



Exanmpl es of “Meet Fully Successful” |evel:

1

10.

11.

12.

Dermonstrates fair consideration in selections for new hires,
pronotions, reassignnents, and awards.

Assures that Departnmental and Agency policy concerning EQ CR
and the discrimnation conplaint process are conveyed to al
enpl oyees in a tinely manner. Post or distribute information
on EQ CR poli ci es.

Mai ntains a work environnent free fromdiscrimnation. Accepts
i deas, suggestions and feedback from subordinates in positive
manner .

Denonstrates fairness in nmaking work assignments and fully
utilizes the skills of all enployees on an inpartial basis.

Assures position descriptions, vacancy announcenents,
perfornmance standards and appraisals accurately reflect

requi rements of the position and are not influenced by non-job
rel ated factors such as age, race, religion, gender, nationa
origin, color, disability or marital status.

G ves all enployees equitable consideration for appropriate
trai ni ng and/ or devel opnental opportunities. Shows evi dence of
counseling enpl oyee in the devel opnent on I ndivi dual

Devel oprment Pl ans (| DP)

Denonstrates pronpt and appropriate response to EQ CR i ssues
and recogni zes the enployee’s right to utilize the form
conpl ai nt process.

Cooperates in the resolution of informal and formal EEO
conpl ai nts

Supports the use of special prograns designed to attract and
utilize mnorities, wonen, and persons with disabilities to
t he workforce. Exanples include the Student Prograns, the
speci al Pl acenment Program for Disabled individuals, Upward
Mobility Program etc.

Provi des support to 1890 Land Grant Col |l eges and Universities
or other institutions with a high enrollnent of mnorities,
worren and individuals with disabilities.

Initiates nmeetings, training, witten communi cations or other
activities that address EQ CR approximately 1-2 times a year.

Supports efforts by subordinates to participate in collatera
duty assignnments as EEO counsel ors, EEO conmttee nenbers,
etc.



13.

14.

15.

16.

Assures travel assignnents are assigned in an equitable
manner .

Assures disciplinary actions, when warranted, are fair and
equitable with appropriate docunentati on and di scussi ons.

Provides EO training to all new managers and supervi sors.

Supports participation in neetings, sem nars and speci al
Observances that address EQ CR i ssues.

Exanpl es of “Does Not Meet Fully Successful” |evel:

1

10.

Denonstrates unwi I lingness to inprove the representati on and
utilization of mnorities, wonmen, and individuals with
di sabilities.

Denonstrates unwi I lingness to cooperate in the EEO counseling
or conpl ai nt process.

Regul arly uses | anguage that is discrimnatory.

Fails to make reasonabl e accommpdati ons for individuals with
disabilities.

Does not fairly consider mnorities, wonen or individuals with
disabilities in the distribution of awards, pronotions,
details, assignnments, workgroups, special projects and

reassi gnnents.

Fails to correct or take appropriate actions to resolve EEO
probl ens within the organization.

Fails to provide equitable consideration for appropriate
training and/ or devel opnental opportunities to all enployees.

Regul arly responds to ideas, suggestions and feedback from
mnorities, wonen, and individuals with disabilities in a
condescendi ng and negative manner.

Fails to address conflict or interpersonal relationships that
are disruptive, disrespectful and create or contributes to a
hostil e work environnent.

Fails to interact with internal and external custoners in a
manner that supports EQ'CR policies and program objectives.



PERFORMANCE ELEMENT: EQUAL OPPORTUNITY AND CIVIL RI GHTS (EQ CR)

NONSUPERVI SCRY/ NON- BARGAI NI NG UNI T EMPLOYEES

Ceneral indicators of performance that could | ead a supervisor to
eval uate the EQ CR performance el enent as exceedi ng, neeting or
not neeting the expected (fully successful) level are listed

bel ow. The exanples are not intended to be all inclusive, so

ot her exanpl es are possible.

Exanpl es of “Exceeds Fully Successful” |evel:

1. Consistently contributes to the EQ CR program through
effective ideas or activities.

2. (Obtains approval for an enpl oyee suggestion, which pronotes
or inproves the effectiveness of the EQ CR program

3. Makes a presentation on an EQ CR topic during staff or work
unit neetings.

4. Actively assists new enployees in their adjustnment to the
wor kpl ace and consistently contributes to teamefforts in
carrying out assignnents.

5. Recommends changes in the work environment, which are adopted
to acconmpdat e enpl oyees with disabilities.

6. Suggests or actively supports new ideas that inprove the work
envi ronnment and/or enhance progress toward achi eving
wor kf orce diversity.

7. |s recognized as a positive influence in the furtherance of
EQ CR based on noticeabl e results/changes wthin assigned
area of responsibility.

8. Actively plans, conducts or participates on inter-office
projects which pronote the EQ CR Program

9. Recommends or plan activities, which bring individuals of
di ver se backgrounds together for, the opportunity to share
concerns and interests.

10. Is openly recogni zed as one who consistently neets and deal s
wWith others in a non-discrimnatory manner

11. Is rewarded formally for work in EQ CR that supports or
advocates objectives of the Gvil R ghts Program

12. Participation on task groups results in significant EQ CR
contri butions.



13.

14.

15.

16.

17.

18.

19.

20.

Assists in the recruitment of individuals either directly or
through the referral of others, which contribute to workforce
diversity.

Reconmmends prograns and/or services that pronote inclusion
and ensures fair and equal treatnent to all custonmers and
enpl oyees.

Recommends and gai ns approval of enpl oyee awards or other
recognition that pronote workforce diversity or contribute to
nmeeting the goals and objectives in the civil rights
performance and strategic plans.

Actively supports and/or recomrends the use of ADR to resol ve
or prevent conplaints

Recomends actions that result in civil rights
acconpli shments and reflect progress in civil rights goals
and obj ectives

Denonstrates creativity in providing progranms and services
t hat ensure equal access.

I's proactive in outreach efforts to small, disadvantaged and
wormren owned businesses that result in increased participation
in USDA contracts or prograns.

Participates in the devel opnent of initiatives and prograns
that are consistent with civil rights performance and
strategi c pl ans.

Exanpl es of “Meets Fully Successful” |evel:

1

Interacts with all enpl oyees, the general public, and others
in a nondiscrimnatory manner

Di fferences of opinion are discuss and debated ion a
prof essi onal and nondi scri m natory manner. Reasonabl e
accommodati on, conprom se or agreenent is sought.

Di scourages the use of witten nmaterials, posters, pictures,
jokes, etc that are perceived to be offensive to others.

Denonstrates personal conmtment and support for a diverse
wor kf or ce

Mai nt ai ns an awar eness of the enployee’s EQ CR rights and
responsibilities as outlined in Departnent and Agency
regul ations, policies, and procedures.

Makes new staff menbers feel accepted and a part of the team



Contributes to work environnment free fromdiscrin nation

Responds to requests for assistance and/or information in a
nondi scri m nat ory nanner

Notifies the supervisor of problens, which if allowed to go
unnoticed could result in conplaint discrimnation.

Exanmpl es of “Does Not Meet Fully Successful” |evel:

1

Denmonstrates unwi | lingness to conply with Departnent and
Agency EQ CR policies and practices.

Make of fensive comments about age, religion, national origin,
race, gender, color, nmental or physical disabilities, sexua
orientation or martial status.

Di splays materials in the workplace, which would be

of fensi ve, based on race, color, religion, sex, age, national
origin, mental or physical disabilities, gender, sexua
orientation or marital status.

Interacts with co-workers, the public and others in a
di scri m natory nmanner.

Provokes harasses others in a discrimnatory manner.

Fails to interact with internal and external custonmers in a
manner that supports EQ' CR policies, and program objectives.



